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FUNCTIONOFWORK
Toperformcomplex oftenspecialized paraprofessionaldutiesthatrequireindependent
judgmenttoaccomplishinsupportofthestaffmembersandoroperationsofanorganizational
unitorprogram

Workrequiresindividualdiscretionintheapplicationofpoliciesandprocedures Duties
increaseinscopeandcomplexity andconsistmainlyofdepartmentalprogramduties

LEVELOFWORK
Advanced

SUPERVISIONRECEIVED
Generalfromhigher levelclericalandorsupervisorypersonnel

SUPERVISIONEXERCISED
Maysupervise12lowerlevelpersonnel

LOCATIONOFWORK
Maybeusedbyallstateagencies

JOBDISTINCTIONS
DiffersfromAdministrativeCoordinator3bythepresenceofparaprofessionaldutiesthat
involveahigherdegreeofspecialization complexity andorindependentjudgment

DiffersfromAdministrativeProgramSpecialist Abytheabsenceofprofessional levelduties
thatinvolveavarietyofadministrativefunctionsormanagementofadepartmentalor
statewideprogram

EXAMPLESOFWORK
EXAMPLESBELOWAREABRIEFSAMPLEOFCOMMONDUTIESASSOCIATEDWITHTHISJOB
TITLE NOTALLPOSSIBLETASKSAREINCLUDED

NOTE
Positionsallocatedatthisleveltendtofocusonspecialized programmaticexamplesofworkas
listedbelow



Performsresponsibledepartmentalprogramdutiesinaccordancewithrules regulations and
policies Mayinvolvecommunicationwithotherdepartments customers etc

Servesasliaisonandorcontactpersonforthedepartmentorofficebetweenandamongst
otherdepartments customers vendors andagencies

Receivesapplicationsorotherformsandreviewsforcompliancewithdepartmentpolicies
workstoresolvediscrepancies maymakeinitialdeterminationsregardingclientseligibilityfor
departmentservices

Preparesrequisitionsforthepurchaseofsupplies mayinvolveenteringinformationintoan
automatedsystem

Compilesinformationfromvarioussourcesandpreparesspecializedreports formatsreports
accordingtodepartmentstandards

Servesasassistanttoamanager whichcouldincludekeepingappointmentschedule preparing
travel issuingdirectivestoothersontheirbehalf andrelievingthemanagerofadministrative
matters

Maybeginperformingdutiesrelatedtotraditionaladministrativefunctions suchaproperty
control purchasing andsafety inadditiontootherclericaldutiesasnotedabove

QUALIFICATIONREQUIREMENTS
MINIMUMQUALIFICATIONS
Threeyearsofexperienceinwhichclericalworkwasamajorduty

SUBSTITUTIONS
Traininginabusinessorclericalrelatedcurriculuminabusinessschoolortechnicalinstitute
willsubstitutefortherequiredexperienceonthebasisofsixmonthsoftrainingforsixmonths
ofexperienceforamaximumofoneyearoftherequiredexperience

Completionofabusinessorclericalrelatedcurriculuminabusinessschoolortechnical
institutewillsubstituteforamaximumofoneyearoftherequiredexperience

Collegetrainingwillsubstitutefortherequiredexperienceonthebasisof15semesterhoursfor
sixmonthsofexperience

NOTE
Businessortechnicalschooltrainingwithlessthancompletionwillonlybecreditedinsixmonth
increments Similarly collegetrainingwillonlybecreditedin15semesterhourincrements

NOTE
Anycollegehoursordegreemustbefromaschoolaccreditedbyoneofthefollowingregional
accreditingbodies theMiddleStatesCommissiononHigherEducation theNewEngland
CommissionofHigherEducation theHigherLearningCommission theNorthwestCommission
onCollegesandUniversities theSouthernAssociationofCollegesandSchools andthe
WesternAssociationofSchoolsandColleges


